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Apology letter for being late in the meeting
Richard Adam
Owner at XYZ Company
Chicago, America
Contact: 849 499 499
I am Ralph Dorson and have been giving my services to your organization for the past few years. I am writing this letter to seek apology from you for coming late in the meeting that was held on Friday. 
I was not expecting this unprofessional attitude from me but it all happened unintentionally. I do admit my mistake that I must have confirmed meeting timings a day before.
Mr. ABC, one of our senior employees in the organization came to my office exactly at the meeting timings. I remained so indulged in listening his problems that I forgot about the meeting. It could be an insulted attitude on my behalf if I did not give an ear to what he said. 
Later, I realized that I have missed a great opportunity to highlight important in the meeting. I am hoping to present it in our next meeting. I know that your time is very valuable, and you are busy bee but I am hopeful that this omission will not put a stop to reschedule our meeting again. 
I make this certain that this will not happen next but for this time I am really sorry. Looking for positive feedback from you.
Regards,
Erica Hahn
Manager at XYZ Company
Contact: 494 566 566
Address: 45, Moon Street, Chicago, America
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